MODEL POLICY PACK – Personnel Form 8 

SUPERVISION MEETING RECORDING FORM


(If this is a first meeting between supervisor and employee, ground rules for this and future meetings will need to be established at the beginning – see Performance Management policy.)
CONFIDENTIAL to employee, supervisor, Chief Officer and Board of Trustees
NOTES ON SUPERVISION MEETING HELD: (date) 
EMPLOYEE: 
SUPERVISOR: 
1. Work targets and outcomes

a) Progress to date

b) Plans for next period

2. Work load and allocation issues

a) Comments on preceding period 

b) Plans for next period

3. Quality Reviews (as appropriate to your organisation)
a) Case/ file reviews: 

See reviews numbered/ dated: …..

b) Issues arising from reviews including corrective action:

c) Individual concerns about particular cases, especially limits of competence or conflict of interest: 

d) User feedback/complaints: 
4. Policy matters (H&S, sickness absence, flexible working, equal opps, etc)
5. 
Relationships – team, organisation, external

6. Other issues (concerns raised by supervisor or employee and not already covered)
7. Training and development (See also Training & Development Record – PERS Model Personnel Form  No 11)
8. Holidays/TOIL
9. Date of next meeting

(If you are using the “critical incident” element in your appraisal system, you need to include a prompt for this above. See Document 13, model Performance Management Policy.)
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